AN AASIS SUPPORT
CENTER TRAINING GUIDE

PBAS Annual Operations Plan
Non-Position Budgeting
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Non Position Budgeting

 This 1s the process for budgeting expenditures unrelated to
salaries and fringe benefits, except for overtime (5010006)
and extra salaries (5010008).

* The Annual Operations Plan data will be copied from the
PBAS Biennial system on the cost center / cost element
level.

* Agencies will enter changes to the Annual Operations Plan
in Version 1A.

AASIS Support Center
February 2006
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[ ]
Reporting

Two reports must be generated and reviewed prior to
beginning the non-position budgeting process.

Generate the Annual Funds Center Total by Cost Center /
WBS Element report (FTCCCW) to view the budgeted

amounts.

Generate the Funds Center Worksheet (FCWK) report to
view the authorized appropriation amounts.

Use these reports to plan the required changes prior to
entering data into the system.
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Application  Masker Data  Annual — BiEnni TSl Shratenic Flanning Securiky

5 S STARTRPT - Annual Report Selection _ _
B0 e 5 e , Date: 2/1/2005 345
SPRPTSLM - Strakegic Planning Fepart Seleckion

HRRPTSLM - HR Report Selection
CORPTSLM - Conwersion Report Selection

After logging in, the PBAS Menu is displayed. From the menu, select
STARTRPT > Annual Report Selection.
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Funds Center Totals for Cost
Center / WBS Element

11 PBAS - [Report Selection]

Application  Master Daka  Annual  Biennial  Reports Securiky
M [ | ] User: csvollman@TRAINING Date: 2/1/2005 35
Report ID |----- SELECT REFORT - |

..... SELECT REPORT

Business Area AGPUBL - State Agency Publications
\ersion CISUM e Commitmert ﬂgm Sum.mar.y
CERVPR - Caresr Zervice Projection
Fizcal Year DEFERYR1 ----- Annual Deferment Extract YR1
EXHLPY AL ----- Extra Help “alidation
Cost Center e — Funds Center Workshest
WES Element FTCOOWY e Fuu::z: I:IEentEer' Tatal by Cost Center SWES Elemernt
IMCOME  —-am- Certification of Income
Funds Certer MERVER  ----- Managet's Yerification Sheet
MSMITOR ——--- Fizcal Monitaring Procedures
Fund OPMRE@WA, - OPM Position Requests
commitment kem POSAUTH ----- Total F‘u:us'rtiu:un.s .-'l'«uth!:uriz.ed
POSVAL - Regular Salaries Validation W

Functional &rea

Generate Report |

Click on the arrow next to the Report ID box. Click on FTCCCW —
Annual Funds Center Totals for Cost Center / WBS Element.

AASIS Support Center
February 2006
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E'"" PBAS - [Report Selection]

Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

PBAS Cost Center 06

=& x|

8|80 e|s)

Report ID
Business Area
Werzion

Fizcal ¥ear

Cost Center
WHS Element
Fundsz Certer

Fund

IFTCCCW - Funds Center Totals by Cost Center /WWBS Element

Committnent tem

Functional Ares

0990 o
2007

Ta
I
234 To
I To

s -

I

| Generate Report I

Business Area, Version, and Fiscal Year are required fields. In
addition, Cost Center, Funds Center and Commitment ltem may be
entered. Click Generate Report. If ordered by business area only, all
funds centers will be displayed.

WHS Element

AASIS Support Center
February 2006
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E'"" Report Yiewer [FTCCCW - Funds Center Totals by Cost Center / WBS Element | - | ) |5|
4y N E &= Q-
CMairHeport |

ARKANSAS PERFORMANCE BUDGETING & ACCOUNTABILITY SY
Annual Funds Center Total by Cost Center/WBS Element

Fiscal Year

Business Area Code 0990

Business Area Title AR CRIME INFORMATION CENTER

Funds Center Code 234

Funds Center Title Rural Serv-St Oprs

Version

m:«: WIT“T'"" Cost Element ul Aug Sep Oct Mo Dec Jan Feb I

06H1 5020002 |S020001000 Pastage £75 q 0 0 0 0 0 a

SOZ0002000 Telecamm Wired 3310 q 0 0 q 0 0 a
SOEN00ANN Telecamm Wirele 248 i 1] 1] [i] 0 1] a
SO40001000 Ekectricily 100 [i] 0 0 [i] 0 0 [i]
S040005000 Rent of Fadlit 10,084 a 1} 1} a 1} o a
SOS0001000 02 Mileage 123 ] ] ] ] ] ] ]

The report is dlsplayed for the data requested. All budgeted amounts
will be shown in July. (The amounts will be distributed later as part of
the budgeting process.)
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EXERCISE

Display the Annual Funds Center Totals for Cost Center WBS
Element report for your training assigned business area. Do not
select a cost center, funds center, or commitment item. View the
FTCCCW report.
What is the budgeted amount for commitment item 5020002
for Cost Center M in 20077

AASIS Support Center
February 2006
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151 Re port Viewer [FTICCCW

i 4 ¥ »i

5
03/04/20051
ARKANSAS PERFORMANCE BUDGETING & ACCOUNTABILITY SYSTEM
Annual Funds Center Total by Cost Center/WBS Element
Fiscal Year 2006
Business Area Code 0975
Business Area Title STATE MILITARY DEPARTMENT
Funds Center Code 266
Funds Center Title Civ 5tu Trng Prog
Version 0A
Gmtfel*!ernlt Oamlr;::mlt Cost Elamant Jul hug Sep Oct Now Dec Jan Feb Mar Apr May Jun
461611 5020002 |S020002000 Telecome Wied 25m a a 0 0 0 0 0 0 0 0 0
Sub Total 2,500 [i] o [} i} i} (] [i] [i] 1] 1] 1]
— 2 500 o i i i i o i i i i i
= T 020002 | 5030012000 02 - vebicle Ma 320 5.3 2 0 o a o 0 0 [ 0 [}
P — 3,200 a ] a o o ] 0 0 0 0 ]
Total 1,200 a il a il il o 0 i i i i
Grand Total 5,410 a il 1] ] ] 0 ] ] ] ] 0
b
< >
Page 1 off Total Pages: 6 Zoom Factor: 100%
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PBAS Cost Center 06

Funds Center Worksheet

Application  Maskter Data  Annual  Biennial

IR | ——

Reports

Securiky

Uzer cavollman@TRAIMIMNG

Date: 2/1/2005 3:55:

Functional &rea

Funds Center Worksheet

[

----- Committment fem Summary

- Career Service Projection

----- Annual Deferment Extract R4
-- Extra Help Walidstion

Fundzs Center Workshest

----- Funds Center Total by Cost Center FWBS Element

Certification of Income
- Manager's YWerification Sheet

----- Fizcal Monitoring Procedures
OPMREG Y&, -—--- OPM Position Requests
----- Total Positions Authorized

----- Fegular Salaries Validstion

Report 1D |Fcym{ _____
; CISUmM
Busziness Area CERVPRY oo
WErEion DEFERYRA1
EXHLPW AL -
Fizcal Year F
FTCOOWN
Cost Center TR e
WHS Element MGRYER -
MACHITOR
Funds Certer
POSALTH
Fund POSVAL
Comimittnent tem QTR oo

Quarterly Workshest

SALYPR ----- Salary Projection

Generate Report |

Exit the report to return to the annual reporting screen. Click
on the arrow next to the Report ID box. Click on FCWK —
Funds Center Worksheet.

AASIS Support Center
February 2006
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i3 PBAS - [Report Selection] == %]

Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

al® [ e|s

Repart ID |ch.-1«{ - Funds Certer Worksheet =]

Business Area 032y I!5,_.-

Werzion
Fizcal ¥ear 2007

Cost Center — To ——

WES Element I
Funds Center Ta

Fund I To ——

Commitment e I S ° N O

Functonel srea [

| Generate Report I

Business Area, Version, and Fiscal Year are required fields. In
addition, Funds Center may be entered. If ordered by business

area only, all funds centers for the business area will be displayed.
Click Generate Report.

Pleaze wait Repot is Generating
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Fiscal Year

Business Area Title

Business Area

Funds Center Title
Funds Center Code

ARKANSAS PERFORMANCE BUDGETING & ACCOUNTAI

PBAS Cost Center 06

Funds Center Worksheet

AR SCIENCE AND TECHNOLOGY AUTH

0327
IMS5T-Treasury Pay
1FA

Fund Title ASTA WR Found Grant, ASTA WR Entrepreneur

Fund NSTO000,NSTO100

Version

Authorization Commitment Item Authorized Blocked 1st Quarter
Ct299 OF 05 | Regular Salaries 5010000 26,021,000.00 26,798,614.00 122,476.00

Personal Serv Match 5010003 34,249,125.00 34,158,027.00 51,098.00
Operating Expensas S020002(  123498,018.00 |  123,460,750.00 37,268.00
Travel-Conferences 5050009 5,309,084.00 5,304,540.00 4,144.00
Grants/id 5100004 9,461,998.00 5,21%,568.00 242,010.00
Total 199,439,315.00| 198,982,319.00 456,996.00

The report displays the requested values. Authorized amounts are

displayed for funds center and commitment item.

AASIS Support Center

February 2006
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EXERCISE

Display the Funds Center Worksheet report for your training assigned
business area. View the report.

What is the first commitment item budgeted in the first funds
center?
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ARKANSAS PERFORMANCE BUDGETING & ACCOUNTAI

Funds Center Worksheet

Fiscal Year

Business Area Title AR SCIENCE AND TECHNOLOGY AUTH

Business Area 0327

Funds Center Title IMSST-Treasury Pay

Funds Center Code 1FA

Fund Title ASTA WR Found Grant, ASTA WR Entrepreneur

Fund NSTO000,NSTO100

Version
p— e —

Authorization / Commitment Item thorized Blocked | 1st Quarter
ct299 OF 05 | \ Regular Salaries 5010000 6,021,000.00 26,798,614.00 122,476.00

mRg[zonal Sery Match Soaaewe!  34,249,125.00 34,158,027.00 51,098.00
Operating Expenses 5020002|  123,498,018.00 |  123,460,750.00 37,268.00
Travel-Conferences 5050009 5,309,084.00 5,304,540.00 4,144.00
Grants/id 5100004 9,461,998.00 5,21%,568.00 242,010.00
Total 199,439,315.00| 198,982,319.00 456,996.00

The report displays the requested values.
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Reviewing the Reports

 The reports can be printed out to “mark up” or
downloaded |,p into Excel.

« Study the budgeted amounts carefully to determine any
changes to be made.

« Compare the authorized amounts to the budgeted
amounts.
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PBAS Cost Center 06

Sending the Reports to Excel

Click the export report icon. @

Export Report

Save in: | ) My Documents

[

E o EB-

RX

My Recent [ py pictures
Docurments @diztic

Name the De%mp
report and . D..J .
choose -
Microsoft _11;3

Excel.

) |CIMy Captivate Projects
i My Music

@ @Funds Center Report
#PBAS training

Click Save.

by Metwork, File name: |Fun|:|s Center Worksheet

Places

Save as type:

Microzoft Excel [ xlz)

Save

Cancel

i

AASIS Support Center
February 2006
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Export Report x|

@ Export completed,

You'll get a message that the export was

and adjust columns as necessary.

Ed Microsoft Excel - Funds Center Worksheet

@ File Edit Wiew Insert  Formak  Tools  Daka wWindow  Help

DEEHaS8 SRY 4B @ -2 W@ 2 o -w . BIU SEE=E
3 T ¥ g .
A1 - B
A B G D E F (B} H | J 38 L | M 0 P
7 |_
2 ARKANSAS PERFORMANCE BUDGETING & ACCOUNTABILITY SYSTE
4 Funds Center Worksheet
3
B |Figcal year 2005
3 Business Area Title AR CRIME IMFORMATION CENTER
g
10 |Business Area " o990
12 [Funds Center Title Crime Infor Ctr-Oprs
13
15 |Funds Center Code "7
16 Fund Title ACIC Operations
17 |Fund rM1Aa0100
18 |“ersion 1A
19
20 authorization Commitment Item Authorized Blocked 1st Quarter 2nd Quarter
21 Allotment Allotment
73 |Act 637 OF 03 Regular Salaries ¥ 5010000 1,740,433.00 44, 160,00 4204600 4204600
25 Personal Services Matching 5010003 470,311.00 ,096.,00 121,151,00 121,151,00
27 Ciperating Expenzes F epzo00z 400,000,00 0.00 99,992 ,00 99,992 ,00

AASIS Support Center
February 2006

PBAS Cost Center 06

completed. Click OK. Open the file in Excel
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Working With The Annual Plan

Exit the report and click on Annual to display the menu for the Annual
Operating plan. Select Non-Position Planning (BGPLANAN) to begin
working on the non-position planning.

i3 PBAS 5]
Master Data | fps S{=1an); : =t [T =Tl [

BGPLAMAMN - Mon Position Planning
HR T T o
FRIMEEMA - Calculake Frinoe Benefits
WALIDAOP - Budoet Yalidation | Adjustments
AMLDSPLM - Distribute Annual Operations Plan
REVEMFLM - Income Certification

FISMCMIT - Fiscal Monitoring

AGMCYPUE - State Agency Publications

2-18
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PBAS Cost Center 06

The header allows you to narrow down which =180
a[s| data is displayed in the detgil.
Mon Position Planning /
Buzinesz Area - y_f M
YWersion
Fiscal Year
Cost Center ta
WES Element to [=]
Cost Element ja! to ja!
Commitmert tem y_f to rf
Funds Center ta
Funcd ta IE F t
unctuons
Add Cost Element | hawe Plan | Delete Plan | Change Dezcription | %
Cost Center |'I.-“-.I'EIS Element Funds Certer | Fund | Commitmenit kem | Cost Element | Cost Element Des
iLd
-/ \ | >
Total Authotized Amourt | |
Total Increase § Decreasze | |
- ] Tatal 0P Amount | |
The detail is where you will
display and update data.
2-19
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Screen Display

EXERCISE

Clear the screen. Enter your training assigned business area,
Version 1A, FY 2007, and Cost Center H. Press the enter key.
Scroll over and down to view the information on the lower part of the
screen.

Columns displayed include Cost Center, WBS Element, Funds
Center, Fund, Commitment Iltem, Cost Element, Cost Element
Description, Authorized Amount, Increase/Decrease Amount, and
AOP (Annual Operations Plan) Amount.

What is the Annual Operations Plan for Office Supplies for
assigned Cost Center H?

2-20

AASIS Support Center
February 2006



An AASIS Training Guide PBAS Cost Center 06

151 PBAS - [BGPLANAN - Non Position Planning]

Applicakion  Master Data  Annual  Biennial Reparks  Stratedic Blanning Security

Bl [0e & User: csvallman@TRAINING Daate: 3/4/2005 352:53 AM

Maon Position Planning

Business Area na7s
“ersion
Fizzal Year 006
Cost Center AG1R0S
\WHE Element

Cost Element

Caomtmittnent tem

Funds Center

Fund

FAF AR

Add Cost Element Mowe Plan | Delete Plan Change Description |

Fund | Cammitment tem | Cost Element Cast Element Description | ﬂ«uthoriw
HrD01 00 020002 2090006000 Qffice Supplies

Total Authorized Amaurnt

Total Increase f Decrease

Total A0P Atmournt

2-21
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Data Selection

Data fields on the selection screen allow single selections, selection of
a range, or multiple selection of numbers not in range order.

|| Cost Certer 257901 to
Displays information for one cost center
| Cost Center 3537101 to 3532045

Displays information for the range of five cost centers

RNGSELCT - Range S5e ]

: ozt Center |
Jraotd

ek

Displays information for two cost centers not in numeric order.

2-22
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EXERCISE

Clear the screen. Enter your training assigned business area,
Version 1A and FY 2007. Display data for assigned Cost Center B.

What commitment items are budgeted for Cost Center B?

2-23
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T3l PBAS - [BGPLANAN - Non Position Planning]

Application  Master Data  Annual  Biennial Reports Fl Securiky
Bl [ | @ | ] User: csvollman@TRAINING Date: 3/4/2005 3:55:16 &M
Mon Position Planning
Buziness Area 0a7s ;:"
YWersion
Fizcal Year 006
Cost Certer . to
WES Element to [=]
Cost Element ja! to ja!
Commitmert tem .r:"' to ,g':"
Funds Center ta
Funcd ta IE
Add Cost Element howe Plan Delete Plan |AChan_|:1_e Dezcription |
y 4 N
Cost Center WBS Element Funds Certer Fund Commitimgrit kem Cost Element Cost Element Des
k(451602 393 PR 000 s020002 S020002000 Telecommunicatio
461602 393 PR 000 s020002 S040001000 Electricity
461602 303 KA 000 s020002 S050001000 02 - Mileage
461602 303 MRAD 000 510000 S100001000 04 - Azzistance G
1 l
Total Authotized Amourt | |
Total Increase § Decreasze | |
Total ACP Amaurt | |
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EXERCISE

Clear the screen. Enter your training assigned business area,
Version 1A and FY 2007. Display data for assigned Cost Centers M
through R and select commitment item 5020002.

What is the Total Authorized Amount for the range of cost
centers?

2-25
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T3l PBAS - [BGPLANAN - Non Position Planning]

Application  Master Daka  Annual  Biennial  Reports Securiky
Bl [ | @ | ] User: csvollman@TRAINING Date: 3/4/2005 3:57:56 &M
Mon Position Planning
Business Area
YWersion
Fizcal Year
Cost Center 461613 to 461618
WES Element to [=]
Cost Element ja! to ja!
Committnent tem y_'s to r."
Funds Center ta
Funcd ta IE
Add Cost Element howe Plan Delete Plan Change Dezcription |
Cost Center WHS Element Funds Center Fund Commitimerit fem Cost Eletnent Cost Element | -
b [4E1613 266 HWDO200 s020002 S03001 2000 02 - Yehicle M
461614 268 HWDO1 00 s020002 S030003000 Advertizing &
41615 303 KA 000 s020002 2020005100 Pest Control C
461616 268 HMDO1 00 s020002 2020001000 Postage
461616 268 HMDO1 00 s020002 2040003000 Wigter & Sevve -
4 3
Total Authorized Amount ?—ﬁ-
Total Increase IDecre£ | |
Total A0P &mourit \L
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EXERCISE

Clear the screen. Enter your training assigned business area,
Version 1A and FY 2007. Display data for assigned Cost Centers A,
F, G, and R. Select commitment item 5020002.

What is the Total Authorized Amount for the selection of cost
centers?

HINT: Use the multiple data selector. 5 After entering the cost
centers, you must click the mouse somewhere in the screen header
before pressing enter. Pressing enter without doing this will bring up
the selection box again.

2-27
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RMNGSELLCT - Range Sele

Cost Center

| [278201
| |278207
| |278208
| A275226|

K

Clear I

Cost Center

PBAS Cost Center 06

Change Descrigtion
Commitmerit e Cozt Element Cost Element | &
s020002 S020002000 Telecommunic
2020002 020003000 Telecommunic
S020002 040001 000 Electricity
S020002 050001000 02 - Mileage
S020002 050003000

Total Authorized Amournt

02 -Mealzs &L w
»

Tatal Increaze ! Decrease

Tatal A0F Armount

AASIS Support Center
February 2006
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Changing the Annual Operations Plan

=T e SNSRI A ]

‘ [Mon Position Planning ‘

Riizinass LAras acd A ¥

Changes are made in the Annual Operations plan by cost center /
cost element line item. Locate the item to be changed and enter
the new amount. Save the change.

Commitmert tem 020002 pa ta pa
Fundz Center 056 to
Furd EVAQ100 to (=]
Add Cost Element have Plan | Delete Plan | Change Description |
o=t Element Cost Element Description Avthorized Amount IncreaseiDecrease Amournt AP Amovnt |
J200010a0 Postage $12,000 $0 $12,000
0120005000 Freight $30 0 300
da0003000 Advertizing & Clipping Service $3,500 $3,500
d3000z000 Office Equipment Mairtenance 1,500 0 1,500
03004 00a0 Public Safety Equipment Mainte $0 F300 -
o . pr”
Freight (cost element 5020005000 [ .. . | |
fOf' COSt Center 353201 ) |S belng Fotal Increasze i Decreasze | |
changed from $30 to $300. ool 40P Ancurt | |
S0P Amourt

AASIS Support Center
February 2006
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ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|

Masker Data Annual Eiennial Beports  Stratenic Blanning Securiby

gl Dlel&|—

Mon Position Planning
Buziness Area 0513 y_f
WerEion
Fizcal Year 2007
Cost Center o
WES Elamernt to [=]
Cost Element ja! to ja!
Caommitmert tem s020002 e to ]
Fundzs Center 056 to
Fund EVAD1 00 to (=]
Add Cost Element | hawe Plan | Delete Plan | Change Dezcription |
ost Element | Cost Element Description | Athorized .ﬂ-.mcuunt| IncreaszeDecrease Amount | ACP Amournt lﬂ
| 2000 000 Postage 12,000 $0 F12,000
|k 02000:5000 Freight $30 $0 F300
| OE000;3000 Advertizing & Clipping Service F3,500 F0 $3,500
| 30008000 Office Equipment Mairtenance 1,500 0 1,500
| D004 0000 Public Safety Equipment Mainte $0 F300 -
14 | »
I 1 I LI Authorized Amount 1,431 303
The item is changed in the AOP, but orzed Amourt__| |
th . . th I /D LI Increase § Decrease | 0 |
nothing appears in the Increase/Decrease [ | ——

| column until the plan is saved.

.ﬂ'-f.r'r S TTUATT
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PBAS Cost Center 06

MEE
Master Data Annual Biennial Reports  Strategic Planning  Securiky
B[R 0] ¢|&|
Mon Position Planning
Businezs Area 0513 rf
Wersion
Fiscal Year 2007
Cost Center 353201 to IE
WBS Element to
Cost Elemert ya! to ya!
Commitment kem D to rf
Funds Center PABS =] IE
Fundd
@ Do wou want ko save the changes?
Add Cost Element | (=] “es Mo Description |
ozt Element | Cozt Element Descrigption v ..\.\ <z v Decrease Amount | A0 Amaount I;
| p10003000 06 - Overtime Salaries 0 F25,000
| 20001 000 Postage 0 F12,000
| A20005000 Freight F0 F300
LIISEIIIIEISEIEIEI Advertizing & Clipping Service = —
3000000 ___|office Eotipmer Meriensnce Clicking save H returns this message
~ = 5
Click Yes.
Total Incresse | Decrease | 0]
Tatal 40P Amourt | 394 570
AP Amourt

AASIS Support Center
February 2006
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PBAS Cost Center 06

AASIS Support Center
February 2006

SEIES
Masker Data Annual Eiennial Beports  Stratenic Blanning Securiby
B[R 0| ¢|&|
Mon Position Planning
Buziness Area 0513 y_f
YWersion
Fizcal Year 2007
Cost Center 532101 to
WES Element to [=]
Cost Element to ja!
Comimitment kem to rf
Funds Center ta
Funcd ta IE
I
. Change Dezcription |
After saving, the Increase/Decrease Amount
) IncreaseDecrease Amount | AOP Amount lﬂ
column shows an increase of $270. 30 25,000
F0 12,000
20005000 Freight $30 F270 F300
30003000 Advertizing & Clipping Service F3,500 F0 F3,500
30005000 Office Equipment Maintenance 1,500 F0 $1,500
| »
Total Authorized Amaunt | $94 500 |
Total Increase | Decrease | F270 |
Total S0P Amourt | 394,570
Record(=) changed successtully
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EXERCISE

Clear the screen. Enter your training assigned Business Area,
Version 1A, FY 2007, and assigned cost center D. Press enter.
Change the cost element for recreation supplies and material to
$8500. Save your change.

What amount is in the Increase/Decrease column?

AASIS Support Center
February 2006
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T3l PBAS - [BGPLANAN - Non Position Planning]

Application  Master Data  Annual  Biennial Reports Fl Securiky
Bl [ | @ | ] User: csvollman@TRAINING Date: 3/4/2005 10:0%:45 AM
Mon Position Planning

Buziness Area o023 ;:"

WerEion 1a

Fizcal Year 006

Cost Center 114004 to

WES Elamernt to [=]

Cost Element ja! to ja!

Commitmert tem .r:"' to ,g':"

Funds Center o

Fund o IE

Add Cost Element howe Plan Delete Plan Change Dezcription |
Cost Element Cost Element Description Athorized Amournt IncreazeiDecrease Amount ACP A mourd
b 5020002000 Telecommunications YWwired F0 e Faa
5090003000 Recreation Supplies & Material F10,000 [F1 ,500) $3,500

< L+
Total Authotized Amourt | |
Total Increaze f Decrease | |
Total ACP Amaurt | |
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Adding a Cost Element

=T e SNSRI A ]

[Mon Position Planning
Buziness Area 0513
Wersion
Fizcal Year 2007
Cost Center ta
WHS Element [5]
Cost Elemert To add a cost e
Commitmert tem 0200 = pa
I - element, click the Add
Fund e’ Cost Element button. E
Add Cost Element /I/A have Plan | Delete Plan | Change Description |
o=t Element Cost Element Description Avthorized Amount IncreaseiDecrease Amournt AP Amovnt |
J200010a0 Postage $12,000 $0 $12,000
0120005000 Freight $30 0 300
030003000 Advertizing & Clipping Service $3,500 F0 $3,500
d3000z000 Office Equipment Mairtenance 1,500 0 1,500
03004 00a0 Public Safety Equipment Mainte F300 $0 F300 -
< >
Total Autharized Amourt | |
Total Increasze f Decrease | |
Tatal A0F Amaurt | |
S0P Amourt
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s ADDNEWCE - Add Cost Element |

Add Cost Element

Cost Element 5040001000 2

Cost Element Description
WBZ Element

Cost Center 353201

ACP Amaouint a00.00 QI I

S0P Amaovint &

Enter the cost element to be added or click on the search icon to find
it. Enter the cost center or WBS element in which the cost element is
being budgeted. Enter in the amount to be budgeted. Click OK.
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ii%i PBAS - [BGPLANAN - Non Position Planning]

Masker Data Annual Eiennial Beports  Stratenic Blanning Security

PBAS Cost Center 06

=& x|

8jR eS|

The cost element appears in the bottom of the display in the cost
center selected. Scroll over to view the amount budgeted.

Cost Element

to

AASIS Support Center
February 2006

o p
Caommitmert tem s020002 e to ]
Fundzs Center 056 to
Funcd to IE
Add Cost Element | hawe Plan Delete Plan | Change Dezcription |
Ciost Center | WWBS Elemert Funds Center | Fund | Commitment tem | Cost Element Cost Element [ |
| 353201 056 EYa0100 a020002 050020000 Enforcement Ir
| 353201 056 Eva0100 020002 a090006000 Office Supplie:
| |353201 056 EvAD100 S020002 5090007000 Educational Su
| |353201 056 EvAD100 S020002 5090012000 Subscriptions
|+ | S 5040001000 -
1| *
Tatal Authorized Amournt | 35,200 |
Tatal Incresse [ Decresse | 50 |
Tatal A0P Amaurt | $35,500
Cost Center
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Bienmial Reports  Strategic Flanning  Securiby

Masker Data  Annual

PBAS Cost Center 06

=& x|

8jR eS|

| Mon Position Planning

Rimineezs LAraa

The AOP Amount

save icon.

no4d T

=l

ié displayed. Save the change by clicking on the

AASIS Support Center

February 2006

WYWH= Element —— ta m
Cost Element ja! to ja!
Caommitmert tem s020002 e to ]
Fundzs Center 056 to
Funcd ta IE
Add Cost Element | hawe Plan Delete Plan Change Dezcription |
ozt Element | Cost Element Description Authorized .ﬂ-.mcuunt| IncreazeDecrease Amount | AOP Amaurnt l;l
| [S0020000 Enfarcement Investigation Expe 1,000 0 1,000
| Pa000s000 Office Supplies $2 000 F0o $2,000
| 190007000 Educational Supplies & Material F2,000 F0 $2,000
| 190018000 Subscriptions & Publications F4,200 0 $4,200
|+ 0400041 000 F0 F0 F500
4 | »
Tatal Authorized Amournt | 35,200 |
Total Increase | Decrease | H0 |
Total S0P Amourt | 535,800
Ciost Center
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il PBAS - [BGPLANAN - Non P ===

Master Data Annual  Biennial Reports  Strategic Planning  Securiky

gl De|&|

Mon Position Planning

Businezs Area 0513 y:;

Yersion

Fizcal Year

Cost Center to IE
WBS Element to
Cost Element ya! to ya!
Cormmitmert tem 020002 ] to dl,:J-
Funds Certer 056 PABS =] IE

Fundd
@ Do wou want ko save the changes?
Add Cost Element | howe “es Mo Description |

ozt Element | Cost Element Description T . .m.k\“ T wrzn Decrease Amount | AC0P Amount I;l
| Da0020000 Enforcement Investigation Expe 1,000 F0 $1,000
| DA000&000 Office Supplies F0 $2,000
| P2000y 000 Educational Supplies & Material . 0 2,000
| Daoo1s000 Subscriptions & Publications C||Ck yeS tO 30 $1,200

|k 040001000 F0 F500 »

4 save. | »

Tatal Authorized Amount | 35,300 |

Total Increase ! Decreasze | $':'|

Tatal ACP Amaurt | $35,500

Cost Center
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Masker Data  Annual

Bienmial Reports  Strategic Elanning  Securiby

PBAS Cost Center 06

=& x|

8jR eS|

| Mon Position Planning

Rimineezs LAraa

no4d T

After saving, the d.isplay is re-sorted and the Increase/Decrease
Amount column shows the amount of the increase. The

commitment item will be derived as well as the cost center

[ILE L[N LF Do Wrlur) | Hor) | UDD L I_—VI
Funcd ta IE
Add Cost Element | hawe Plan Delete Plan Change Dezcription |
ozt Element | Cost Element Description Authorized .ﬂ-.mcuunt| IncreazeDecrease Amount | AOP Amaurnt l;l

| (30005000 Office Equipment Mairtenance 1,500 0 1,500

| 050010000 Public Satety Equipment Mainte F300 F0o F300

| 140001000 Electricity F0 F500 500

| P50001000 02 - Mileage F500 F0 500

| PS0003000 02 - Meals & Lodging $2,000 F0 2,000

4] | »
Tatal Authorized Amournt | 35,200 |
Total Increase | Decrease | F300 |
Total S0P Amourt | §35,500

Record(=) changed successtully

AASIS Support Center

February 2006
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EXERCISE

Clear the screen. Enter your training assigned business area,
Version 1A, FY 2007, and cost center D. Add the cost element for
electricity (5040001000) in assigned cost center and budget $600 for

The added item should appear at the end of the display.
Save your budget.

Now where does the added item appear? What is the amount
in the Increase/Decrease amount column? What is the
commitment item for this cost element?
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731 ADDNEWCE - Add Cost Element

PBAS Cost Center 06

Add Caost Element
Cozt Element 5040001000
Cozt Element Description
WHS Element
Cost Certer ITE305
ACP Aot GO0 (9]
ACP Amourt 4
Add Cost Element have Plan Delete Plan Change Description |
ozt Element | Cost Element Description Authorizedd Am-:uunt| IncreazeDecrease Amaourt | AOP Amaurit l;l
| [90026000 Data Proceszsing Supplies F100 0 F100
| [800Z¥000 Software/lLicenses F100 F0
| 040001000 Electricity $0 FE00 FE00
| D20001000 Postage 5675 i
| 20002000 Telecommunications Wired 3,310 F0 F3,310 »
Kl [»
Total Autharized Amourt $296,144|
Tatal Increase | Decreaze [$3,843) |
Total 40P Amourt $230,203 |

Record(s) changed successiully

AASIS Support Center
February 2006
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Move Plan

PBAS Cost Center 06

Mo Position Planning

Buziness Area 0513 -
Versian The Move Plan button moves all of
Fizcal Year 2007 0 0 0
e o the displayed lines to a different
'WES Element cost center or WBS element.
Cozt Element r;' P =4
Cormnitimerit ket r:' ta r:' IE
Funds Center
Funcd IE
Add Cost Element hawe Plan /l Delete Plan Change Dezcription |
ozt Element Cost Element Description Authaorized Amourit IncreazeDecrease Amount AOP Amaurnt ﬂ
030003000 Advertizing & Clipping Service F3,500 (27 $3,230
dE000s000 Office Equipment Mairtenance 1,500 0 1,500
030010000 Public Safety Equipment Mainte F300 F0 F300
_#040001 000 Electricity F0 F500 1
DS000 Qo0 02 - Mileage F500 F0 500 ’ﬂ
< E
Total Authotized Amourt | |
Total Increase § Decreasze | |
Total A0P Amourt | |
A0P Amournt

AASIS Support Center

February 2006
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=181

Application  Masker Data  Annual  Biennial Reports  Strategic Planning  Security

gl De|&|

Mon Position Planning
Businezs Area 0ags rf
Wersion 1A
Fizcal Year 2007
Cost Center 393201 to IE
WBS Element to
Cost Element 0 ta 0
Commitmert ftem 3 MOYEPLAN - Move Plan |
Funds Certet Move Plan IE
Fund
Tao Cost Center 3932725
sdd Cost Elemert | To WES Element e || |
Cost Center | WHS Elemert | Cost Element Cost Element [+
WHS Element 4 T
| 383201 . Frsemmran S020001 000 Postage
| [3E320 272 HSCE1mM S0z0002 S020002000 Telecommunic:—
| |3E3201 272 H=CE1M S0z20002 5020003000 Telecommunics
| |3E3201 272 HSCE1m a0z20002 a040003000 Rent of Faciliti
| |3E3201 272 HSCE1m a0z20002 S0:50001 000 02 - Mileage -
4 | 3
Trdal & dharivad Lmonnt | 141 461 |

Be careful to display only the data that is to be moved. All of the items
displayed will go to the new cost center or WBS element. Click Move
Plan and enter the new cost center or WBS element. Click OK.
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ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|

Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

gl Dlel&|—

Mon Position Planning
Buziness Area 0995 y_f
YWersion
Fizcal Year 2007
Cost Center 383720 to
WES Elamernt to [=]
Cost Element ja! to ja!
Commitmert tem y_f to rf
Funds Center ta
Funcd ta IE
Add Cost Element | hawe Plan | Delete Plan | Change Dezcription |

Cost Center |'I.-“-.I'EIS Element Funds Certer | Fund | Commitmenit kem | Cost Element Cost Element [ &
| | S 272 HSCE1 01 5020002 5020001000 Postage
| |383223 272 HZCE101 5020002 S020002000 Telecommunic:
| [3E3225 272 HSCE10M S020002 S020003000 Telecomtmunic:
| [3E3225 272 HSCE10M S020002 5040005000 Rerit of Facilitie
| [353225 272 HSCE101 S020002 S050001000 02 - Milzage
14 | *

After clicking OK, the new cost center is displayed.
Total ACP Amourt $i142 061
Ciost Center

AASIS Support Center
February 2006
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PBAS Cost Center 06

ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|
Application  Masker Data Ennu?J_BlennjaJ_Eennr_ts_ﬁtnateu.c Flanming  Securiky
8% je1&E] Click save.
Mon Position Planning
Buziness Area 0995 ;:"
Yer=ion
Fizcal Year 2007
Cost Center 383720 to
WES Element to [=]
Cost Element - o ja!
e I
Cormmitiment kem PABS J r"
Funds Center
Fund @ Do you want to zave the changes? [=]
#0d Cost Element | Yes Mo | Click yes
Cost Center |'I.-“-.I'EI'= | | In | Cost Element Cost Element [~
| | S 272 HSCE1 01 5020002 5020001000 Postage
| 383225 272 H=CE1OM S020002 S020002000 Telecomimunic:
|| 555225 272 H=CE1OM s020002 5020003000 Telecomimunic:
| |35835225 272 H=CE1M S020002 S040005000 Rent of Facilitie
| |35852235 272 H=CE1MM SO20002 SOS0009 000 02 - Mileage |«
4 3
Total Authotized Amourt | F141 461 |
Total Increase | Decrease | FE00 |
Total AOP Amount | 3142081 |
Ciost Center

AASIS Support Center
February 2006
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ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|

Application  Masker Data  Annual  Eiennial  Beports  Strateic Planning Securiky

gl Dlel&|—

Mon Position Planning
Buziness Area 0995 y_f
Yer=ion
Fizcal Year 2007
Cost Center 383720 to
WES Element to [=]
Cost Element ja! to ja!
Committnent tem y_'s to r."
Funds Center ta
Funcd ta IE
Add Cost Element | hawe Plan | Delete Plan | Change Dezcription |
Cost Center | WWBS Elemert Funcs Center | Fund | Commitment tem | Cost Element Cost Element [«
| I 355201 272 HZCET 0 s020002 S020001000 Postage
| |3E3201 272 HZCET 01 s020002 S020002000 Telecommunic:
| [FE320 272 H=CET 0 s020002 2020003000 Telecomtmunic:
| [3E320 272 H=CET 0 s020002 2040005000 Rert of Facilitic
| [3E320 272 H=CE1 0 020002 2050001000 n2- Mileage_lj
14 | *

After saving, the old cost center displays, indicating zero amounts for
the items moved. Scroll over to view.

Record(=) changed successtully
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ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|

Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

gl Dlel&|—

Mon Position Planning

Buziness Area 0aan

Wersion

Fizcal Year 2007

Cost Center 383720 to

WBS Elemert L to E

Cost Element to ja!

Cormmitiment kem to r."

Funds Center o

Fund o IE

Add Cost Element | hawe Plan Delete Plan Change Dezcription |
ost Element | Cost Element Description Athorized .ﬂ-.mcuunt| IncreaszeDecrease Amount | ACP Amovnt | &

|k 020001000 Postage F&75 [FE73) bl
| (20002000 Telecommunications vired F3.310 [F3,3100 0
| 020003000 Telecommunications Wirelezss F249 [F249 0
| P40005000 Rert of Facilities 10,034 ($10,054) $0
| PS0001000 02 - Mileage F123 (123 $0 lﬂ
14 | »

The AOP Amount is now zero, with the increase/ decrease amount

displayed.

WHS Element
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Application  Masker Data  Annual

Biermnial

Reports

Shrateqic Blanning  Securiky

PBAS Cost Center 06

=& x|

gl Dlel&|—

Mon Position Planning

Buziness Area 0990 ;:"

WerEion

Fizcal Year

Cost Center g3728 00 | to

WES Elamernt to [=]

Cost Element ja! to ja!

Comtnitinent ftem .r:"' to ,g':"

Funds Center o

Fund o IE

Add Cost Element | hawe Plan Delete Plan Change Dezcription |
ost Element | Cost Element Description Athorized .ﬂ-.mcuunt| IncreaszeDecrease Amount | ACP Amovnt | &

|k 020001000 Postage J67a J67a §1,330 j
| (20002000 Telecommunications vired F3.310 F3.310 F6,620
| 020003000 Telecommunications Wireless F249 F249 495
| [40001000 Electricity $0 FE00 FE00
| P40005000 Rert of Facilities F10034 F10034 F20168 -
14 | » |J

Inquiry on the new cost center shows that the amounts have been

added.

[vane

AASIS Support Center

February 2006
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Deletions

PBAS Cost Center 06

Mo Position Planning

Rizinezs Araa ncd A

To delete a cost element in a cost center, zero out the AOP

Amount and save.

WHS Element ta |E|
Cost Element D to ga!
Cormnitimerit ket r:' ta r:' IE
Funds Center ta
Funcd ta IE
Add Cost Element hawe Plan Delete Plan Change Dezcription |
ozt Element Cost Element Description Authaorized Amourit IncreazeDecrease Amount AOP Amaurnt ﬂ
030003000 Advertizing & Clipping Service F3,500 (27 $3,230
dE000s000 Office Equipment Mairtenance 1,500 0 1,500
OE00 Q0o Public Zatety Equipment Mairte F300 0 I
_#040001 000 Electricity F0 Fa00 »
DS000 Qo0 02 - Mileage Fa00 F0 FE00
Kl >
Total Authotized Amourt | |
Total Increase § Decreasze | |
Total ACP Amaurt | |
A0P Amournt

AASIS Support Center
February 2006
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ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|
Masker Data Annual Eiennial Beports  Stratenic Blanning Securiby
88 e |5
Mon Position Planning
Busineszs Area
YWersion
Fiscal Year
Cost Center ta
WES Element to [=]
Cost Element ja! to ja!
Cormmitiment kem y_'s to r."
Funds Center ta
Funcd ta IE
Add Cost Element | hawe Plan DEX'IEIQ Change Dezcription |
Cost Element | Cost Element Description Athorized .ﬂ-.mcuunt| IncreaszeDecrease Amount | ACP Amournt |
| k| 5030007000 Educational Supplies & Material 300 $300
|| 5050014000 08 - Cther Travel Expenses F500 $500

The Delete Plan button will not be available to the agency user in the
production system. To delete an entire plan, contact the DFA budget

analyst.

| O[3 INCregase ) LeCregsze

wuuul

Tatal A0P Amount

$aun|

[vane

AASIS Support Center
February 2006
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EXERCISE

Clear the screen. Enter your training assigned business area,
Version 1A, FY 2007, and cost center G. Press enter. Zero out the
plan for office supplies expense for this cost center and save the
change.

What is the amount in the increase/decrease column for office
supplies?

AASIS Support Center
February 2006
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=& x|

Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky
88 e |5
Mon Position Planning
Buziness Area 0aan
WerEion
Fizcal Year 2007
Cost Center E20 to
WES Element to [=]
Cost Element ja! to ja!
Cormmitiment kem y_'s to r."
Funds Center ta
Funcd ta IE
Add Cost Element | hawe Plan | Delete Plan Change Dezcription |
ozt Element | Cost Element Description | Authorized .ﬂ-.mcuunt| IncreazeDecrease Amount | AOP Amaurnt l;l
| 050015000 08 - Conferences & Seminar Fe $25 0 $25
| 070003000 Building & Conterts Insurance F4E . 46
| 190008000 Office Supplies $1 945 [F1,945) $0
| Da0007000 Educational Supplies & Material F100 5 F100
| Da0026000 Data Processing Supplies F100 F0 F100
4] | »
Total Authotized Amourt | $20,956 |
Total Increase | Decrease | 31 .4293|
Total ACP Amaurt | $19 527

Record(=) changed successtully

AASIS Support Center

February 2006
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Miscellaneous Commitment Items

Miscellaneous Commitment ltems are special line items in an
agency’s appropriation act. Within AASIS, these are represented as
sub-funds centers. This allows an agency to use the budget and to
maintain budget control.

Agencies with miscellaneous commitment items use the
miscellaneous commitment item in the original funds center. The
miscellaneous commitment item will be budgeted with a cost element
that is the same number as the miscellaneous commitment item.
Agencies may need to change the description of the miscellaneous
commitment item to match the description in their appropriation act.

The miscellaneous commitment items are not retracted back to the
controlling module AASIS with a plan. You will be able to add the
plan for the sub-funds center using AASIS transaction KP06 after
the other plans have been retracted back into AASIS.

AASIS Support Center
February 2006
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ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|

Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

gl Dlel&|—

Mon Position Planning
Buziness Area 0990 y_f
Wersion
Fizcal Year
Cost Center o
WEIS Element ta [=]
Cost Element ja! to ja!
Comtnitinent ftem y_f to rf
Funds Center o
Fund o IE
Add Cost Element | hawe Plan | Delete Plan | Change Dezcription |
WHS Element | Funds Certer Fund | Committnert tem | Cozt Element | Cozt Element Description | ;I
= &31 FACO300 5120011 5120004000 Equipment Expense
= 171 Rl 2,01 00 5120011 513001 5000 Capital Outlay - Equipment (Rep
| 927 FACO200 5120011 513001 5000 Capital Outlay - Equipment (Rep
| T hAJALTOD SHUDU4E SHUDU4E AFGM Miscellaneous Character
941 FAC0400 5900045 5900045 AFGM Miscellaneous Character :1
K | 0
[ T o o |

This is an example of a miscellaneous commitment item. The
commitment item and cost element are the same. The annual

operations plan can be adjusted like a regular cost element.
2-55

AASIS Support Center
February 2006



An AASIS Training Guide PBAS Cost Center 06
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Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

gl Dlel&|—

Mon Position Planning
Buziness Area 0aan
Wersion
Fizcal Year 2007
Cost Center o
WES Elamernt to [=]
Cost Element ja! to ja!
Commitment tem y_'s ta .
Funds Center o
Fund o IE
Add Cost Element | hawe Plan | Delete Plan | Change Dezcription |
Ciost Center | WWBS Elemert Funds Center | Fund | Commitment tem | Cost Element Cost Element [ |
| |466633 a3 FACO300 5120011 5120004000 Equipment Exp
| |466601 171 A0 00 5120011 5130015000 Capital Outlay
4EEE20 FAC0200 5120011 5130015000 Capital Outlay
> ——m Gl Miscel
4EEE21 FAC0400 5300045 5300045 AFGM Miscells »
1| | *
Total Authorized Amourt | 53,503 541 |

To change the description of a miscellaneous commitment item, first
click the gray box beside it. The selected line item will be displayed in

blue. Click the Change Description button.
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13 CHNGDESC - Change Description |

Change Descrigtion

Cost Element 5900046 ]

Cost Element Description School Repairs and Remodeling

WYWBS Element

Cost Center ABERDT

AP Amaunt 120000.00 DK

Type the information from your agency’s appropriation act in the Cost
Element Description and click OK. Save the change.
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